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Thig reguletion satalilishes policies, standards sad Wadum;:
for Y @» mrﬁ:g; requlresents, T4 suon)
mimte Bagulation and andbook HE[ heuleh atate
in broad tarus the policies and methods of alinistaring the |
Agengyadde Records Henagement Program, Thls Program encompapses
the creation of records, thelr maintonance mnd use, and thedp
dlsposition, Teports menagemsnt is an aspeot of pecords crealion,
PIRPOSE 8D POLICY |
Te gosl of the CIA Reports Hansgenent Progean 1s threefolds
(1) Bininate snd prevent wmecesamry reportin:,
(2) Inswe that instructions, forms, and procedures
for nscossary reporiing are oclser and coaplete
o provide slople, direct reporting methods,
(3) Improve the quality of reports,

In brdef, reports mamnzement moans . e e
at lose coot, fower roports, bebter zmaﬁ,

DEFINITONS

= Any writlon nmrative, tabular, punch card, or
orpmation ansditted fyon ons organdsetions) elesont

Hanagement Teport - 4 revort which provides
mAnaTenn s conlrol over s activity or
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e wport w;é%?s.:f poriodic report whlch wzwaya
5 arnation adazly &b ;wa-» :
mm mwwm, or a sitmation raport m i?r |

upon sash ocourvenas of & evend of o sscydibad of
magﬁ‘ tadn e o ﬁ‘l&'ﬁﬁ“
PROGRAY. SO0PE

A procrém for eoutrolling md L - reporie shall be

AL mﬁmt@ fop sdidnlstrative or managecwnt reports placed
upon, or recsived froms e

(1) Other Hesdquartars' components.
{2)| or field activity,
{3} any ergmisstlon, Fedorsl or prdvate, outmide CIA.
by This sintm plme ophagla on nanaglng recurring adnind g.

trative or nenagement : Howawer, thia should not sreclude
WWWWﬁmmm N requirecsnts ﬁaﬁm

PROGRAY ¥SirETALS
Ares prograve shall provide for the follosing emcentisla:

& An analyels of each g £ t
TroETe Ly ast rwp&r o requirecsnt at the time an

b A%Mawafwwwwﬁmamwmm reporting
recuirenent wpon aother Agancy iy 8
Tiow Sia1 b par Shoy- s arg, atdonal elerent, Such mu-
(1) Te Chief of %he originating sonponent,
{2} & reports review ; panel cosposed of sontatlv
from those offices concerned wizh mmm e
mgm*tirsg reguirensnt,
{3) Tw originating corponent's irea Necords o fficer,

[ kwﬁwaﬁ‘w&mwmﬁ.wﬁm 113 e
six rwathe afber 1ds subablicthment, mm‘ i s wwm;
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ds  An ermrapl roview of esoh reporiing requirement to ongure
thet 1% 1s econordeally szerving the purposos for wilch it wue
oatabllshed,

e, The establistment and salntenmece of a conlyal f4ls of
cene folders on sach reporting requirement covered by en
BT DI

RROPOMIINITI N RS

a, e Deputy Mrectors (Mrdnistration), (Intellizence),
(Pland), the Plrostor of Tralning, end the Agaistant Dircctors

for {Commmrdcstions) and (Personnel) ghinll ensure tiat area |

In genaral & ares progras will be adwinigtered at each level
where sn Avea Records Officer has been gppointed, Trograms |
for those elemmuis not serviced by an ires Hecords Officer
will be administered by a mamber of the Offlce of the Sorptroller,

b, Chiafs of components having sres prograns shalls

{1) Detorsine whether pro:ram scope shall exceed that defined
in this reguiation, |

(2} Tnsuire that a progran to neet the requirenents of this
regulation 1s installed and con f

(3} Provide program progres: reports upon requesd,
¢, The Comizoller swlly

(1) Plen, develop, and direct the broad aspects of &
&tﬁm&m Apencyewide Neports Msnagement Progras:,

{2) Formulate the renerel polisien, provadures and
standands for area reports nanagerend prograsa,

(3} Collaberate with operating and staff of“ieials in
plenndng ares procrew o meel the specific needs
of sarponents, ad nrovide mides and poreonal
apclatance for installing and continuing teme

(1) Provide materisl md personsl ;uidance for onetheejob
treining, or collaborate with the Director of Training
o eawraes in Lhe rethods and technlques of reporis |
mansgeant,

o
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{5} Collaborste with Ares Records Offlcers and other
operating rersornel in couducting astudies, develope |
dng and g reporting syatens, end writing ?
seport ﬁmﬁwa oy goordinate ﬁmsﬁ aativitles
when ragmrt&zzg mmmm of Agengyelde slpndfi- |

{£) valuate sres prograse sod pecorvend methods to
inoreanc thely ofTeotivonenss,

(7) Appriss higher mathority of overeall progras pro-
gress and bonofts,

d. £res fscorde Sfficers atwllly

(1) Colisborats with Zecords Analysts of he Dffios of ﬂw
Ceenplroller in dnstalling and maintalning the prom

{2) Assumo direet responsibility for the vrogran's con-
timanee wpon 1% installation, !
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